Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

These instructions are split into two sections. Part One is for the creation a new invoice and Part Two is how to
submit a replacement invoice for an invoice that has been rejected by USDA.

Part One: Invoice Creation-NEW — Pages 1-8

Part Two: Replacement Invoice Created from a REJECTED invoice — Pages 9-12

Part One: Invoice Creation

Proceed to Suppliers Self Service Page (SUS)
Portal Path: Suppliers=>Supplier Self Service-> Supplier Self Service >
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Instructions on Creating Invoices and Submitting Replacement Invoices

Rejected by USDA

Click on “Create”

All Invoices
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by Vendor

| Create |

Click on “For an ASN”
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Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

Locate the ASN number and select the corresponding row by clicking the blue box to the left of the number.
The ASN for which an invoice is to be created should be highlighted in yellow before next step.

Note: Use the filter feature to look for specific ASN or PO number to select.

Click on “Create Invoice”

28+ (& Agriculturs) Marketing .. lESUpp“EI'SEWSEMCE---- . - B v m v Pager Sfetyr Tools~

_ Web- Based Supp\v Chain Mana gement
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Supplier Self Service  Bid Management  Maintain Organization

Supplier Seff Service [
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Detailed Navigation i I Supplier Self Service

) Supplier Self Service
+ Inspection Resuks Entry
+ Enter Shipment Receipt

+ Shipment Dashboard

| Create Invoice: Select Document for Processing

View | [Stzndard View] || | Print Version | Export 4| Fiter Settngs
Transaction Number 5 Name 5 Doc.Date > Status= Total Oty 5 Po Number =

Dw AGANAP10152 (ATION Sent  40000.000 4100001837
£100002640 AGANAP-110182 (AT | Sent | 40000.000 | 4100001837
£100002648 AG-3N4P-110152 (3ATI0T | Sent | 40000.000 | 4100001837
100002550 AGANAP110152 (ATION Sent | 40000.000 | 4100001837
£100002851 AGANAP10182 (AT Sent | 40000.000 | 4100001837
100000364 AGANAP10022 11082010 | Sent | 40000.000 | 4100001236
B100001722 AG-34P-11-0088 02107011 Sent | 36000.000 | 4100001526

BER.N uEE

_ Creae unce | o Back|

Note: If one does click on the ASN hyperlink, it will pull up the ASN information. One can continue to
creating the invoice by scrolling to the bottom of the page and click “Create Invoice”.
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Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

Click on “Create Invoice”

Review and verify all information is correct (Quantity/Invoice Amount).

Note: WBSCM invoice number always starts with a 71.

The “Vendor Reference” field is not required however any information entered in this box will display on the

disbursement statement.

Document Action

PrintDownload Back

HasIc lata

Invoice: | Ejiﬁi@

Document Date:

J Status: In Process

120872013 Reference Po No.: 4100002727

Vendor Reference;

]

Products and Services

View| [Standard View] | ¥

tem Number % Product Name & Short Text e

15

130138

Row/1/of 1

Update Quantity

(M Selections

View [Standard View]  |v

BEEF FINE GROUND FRZ PKG-40/1 LB

40,000.000

Description; 120054
Invoice Amount | 100,000.00 Ush

Fiter Seftings
Quantity = Order Unt > Netvalie 5 Tax Code > Purchase OrderNo. 5 Purchase Order tem o
LB 100,000.00 | U1 4100002727 0000000015 ﬂ
Fiter Settings

L+
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Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

If the quantity field needs corrected, make the necessary changes and then click on “Update Quantity”. The

quantity and the invoice amount will be updated.

of Agriculture
Chain Management

ement Maintain Organization

I Supplier Self Service

Document Action

Basic Data
Invoice: 7100004324 Status: In Process Description:
Document Date: 02/08/2013 Reference Po No.. | 4100002727 Invoice Amount:

Vendor Reference: l:l

Products and Services

View |[Standard View] [~

tem Number 5 Product Name 3 Short Text =
15 130159 BEEF FINE GROUND FRZ PKG-40/1 LB | 40,000.000
Row | 1|of1
| Update Quantiy |

QM Selections

View |[Standard View] [~

To add Attachments scroll to bottom of the page.

USDA United States Department of Agriculture

Al \eb-Based Supply Chain Management

Quantity = Order Unit =
LB

Fiter Settings

AG-3114-P-12-0054
100,000.00

4100002727

uso

Fiter Settings

Netvalue = Tax Code = Purchase Order No. 5 Purchase Order tem o
100,000.00 U1

0000000015

i}

vome JEITTR ramn | evors | vow |

Supplier Self Service Bid Management Maintain Organization

Supplier Self Service

I Supplier Self Service

]

Wiew | [Standard View] [+|

Description 2 BP Number

qb

First name Street =

Ship-To Address | 5801568 NEW % ORK PRETZEL 200 MOORE STREET
Goods Recipient 4005651 REGRESSION SDA 12345 Main 5t
Vendor 1030225 SPOKANE SEED COMPANY | PO BOX 11007

Terms of Payment

Payment in Days Discount in %

] 0.000

o 0.000

1]

View |[Standard Wiew]

| Delete Row | Filter Settings

ER Attachment File E)

How 0 of 0
—

|| Browse... IUDIDad [ Save

4|

Street Code &

Postl Code & City =
11206 BROOKLYMN
13662 MASSENA
99211-1007 | SPOKANE

| Back

==

=
Fitter Settings
Telephone % Fax £ E-Mail Address e

7183668800

509-535-3671 alan.grote@kec.usda.gov

~|

(o]

" Trusted sites *100% v
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Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

Click the “browse” button
USDA United States Department of Agriculture

_ Web-Based Supply Chain Management

Criome PEll Ao | Repors | e |

Supplier Self Service Bid Management Maintain Organization

Supplier Self Service | Back
I Supplier Self Service =1~
-
-~
=
View |[Standard Wiew] |~ | Filter Settings
Description 2 BP Number & First name = Street & Street Code S Postl Code & City & Telephone & Fax 2 E-Mail Address =
Ship-To Address | 5901969 MEVY ¥ ORK PRETZEL 200 MOORE STREET 11208 BROOKLYN | 7183889800
Goods Recipient | 4005851 REGRESSION SDA 12245 Main St 13662 MASSENA,
endor 1030225 SPOKANE SEED COMPANY | PO BOX 11007 99211-1007 | SPOKANE 509-535-3671 alan.grote@kcc.usda.gov

Terms of Payment

Payment in Days Discount in %
o 0.000
0 0.000

o

Attachments

Wiews | [Standard View] - Delete Row | Filter Settings

EL Attachment File =

Row 0 of 0

[ [T trowee ] | Upioad | Save

-

< >

/" Trusted sites Fo100% -

Go to location for the associated attachment(s). A pop-window will be displayed. Select the file and Click
on the “open” button

USDA United States Department of Agriculture
_ Web-Based Supply Chain Management

Supplier Self Service BidManagement  Maintain Orgal
Supplier Self Service « AMS-WBSCM » GOLive » invoicing » 3 1
[4]h] — — —
g } 2 ; B
= Inspection Results Entry M Favorites .Do.(.uments |Ibrary Arrange by:  Folder ~ D
+ Enter Shipment Receipt B Desktop imvaicing B
» Shipment Dashboard ‘,_ Recent Places - -
= International Shipment Receipt [=]
Librari i
I Portal Favorites BE L JEEE
j Documents
Message From Purchas
,—J“- Music
Partner Information [ Pictures = Invoice-P041-2769-items 16-36-68-164-220-251 - report-2-22-13
Vid -
View [Standard View E \eees Fitter Setti
Description & . 5 £ |llephone % Fax 2 E-Mai Address
. omputer
Vendor T s 13-927-1200 WBSCM_PRO@sra.c
&8 Local Disk (C:)
Ship-To Address || . |533541uz
CD Drive (G:) VZ¢ L
Goods Recipient -
& lomega_HDD (H: ~ ¢ 1 v
Terms of Payment File name:  Invoice-PO41-2760-items 16-36-68-164-220-; v | All Files (") -
Payment in Days| [ oer J [ concer |
[
[0 0.000 ]
0
Attachments
Wiew | [Standard View] || [Delete Row | Fitter Settings.
EL Attachment File 3
Row 0 of 0
: || Browse... : Upload | Save |
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Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

Click the “Upload” button.

Supplier Self Service Bid Management Maintain Organization

Supplier Self Service | Back
alr] 4

d Navigation i Supplier Self Servi

= Inspection Results Entry |
= Enter Shipment Receipt |
= Shipment Dashboard
= Internaticnal Shipment Receipt L=
Portal Favorites =10
Message From PurchaserMessage: = || save Text
Partner Information
View |[Standard View] - Fiter Setti
Descripton % BP Number - rirstname % Strest % StrestCode = PostiCode = City % Telephone % Fax S E-Mail Address
Vendor 1030590 CHERRY MEAT PACKERS, INC. | 4750 S CALIFORNIA AVE 60632-2016 | CHICAGO | 773-927-1200 WBSCM_PRO@sra.c
Ship-To Address | 5903217 ROCHESTER CITY SCHOOLS: 835 HUDSON AVENUE 14621-4838 | ROCHESTER | 5853384102
Goods Recipient | 4800133 N Office of General Service (2) CORNING TOWER BLDG 40TH FLOOR 122420001 | ALBANY

Terms of Payment

Payment in Days Discount in %

o 0.000

o 0.000

o

Attachments

View |[Standard View] |=| [Delete Row | Fiter Settings

E. Attachment File B
Row 0/of 0

C\USErS\S\DISDn\DDcumEd Browse E Upload I Save

[
Click the “Save” button.

USDA United States Department of
-T—_:—'___ ~
Sl \/eb-Based Supply Chain Management

Supplier Self Service BidM Maintain Or

Supplier Self Service

| Back
| 4

=] SuppliersElfsErvi:a

B supplier Self Servi
= Inspection Results Entry
= Enter Shipment Receipt

[=]
= Shipment Dashboard
=

= International Shipment Receipt

|| Portal Favorites BE
Message From PurchaserMessage: [=][ Save Text

Partner Information

View [Standard View] [~]

Fiter Setti
Description = BP Number 3 First name = Street = GStreetCode 3 Postl Code = City % Telephone = Fax = E-Mail Address
Wendor 1030580 dii e ii.c.c,INC. | 4750 S CALIFORNIA AVE 60632-2016 | CHICAGD | 773-927-1200 WBSCHM_PRO@sra.c
Ship-To Address | 5903217 ROCHESTER CITY SCHOOLS 835 HUDSON AVENUE 14621-4838 | ROCHESTER | 5853384102

Goods Recipient | 4900133 N Office of General Service (2) | CORNING TOWER BLDG 40TH FLOOR 12242-0001 | ALBANY

Terms of Payment

Payment in Days Discount in %

o 0.000

o 0.000 ]
o

Attachments

View [Standard View] - Delete Row

E. Attachment Fils

Fiter Settings

CUsers\siolson\Documents\VAMS-WBSCM\GO Livelinvoicing\invoice-PO41-2769-items. 16-36-68-164-220-251-report-2-22-13 xlsx

[«

[+
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Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

Scroll back up to the top of the page and click the “Submit” button.

Supplier Self Service BidManagement Maintain Organization

Supplier Self Service | Back [E
[414]
Navi

g
= Inspection Results Entry

= Enter Shipment Receipt

= Shipment Dashboard

= International Shipment Receipt

]

Document Action
|| Portal Favarites BE
Basic Data
Invoice: 7100004824 Status: In Process Description: AG-3J14-P-12-0054
Document Date: 02/08/2013 Reference Po No.. 4100002727 Invoice Amount. | 100,000.00 uso

“endor Reference: I:l

Products and Services

View | [Standard View] ﬂ Fiter Settings L

tem Number = Product Name = Short Text %  Quantity > OrderUnt > Netwvalue > Tax Code > Purchase Order No. = Purchase Order tem =
15 130159 BEEF FINE GROUND FRZ PKG-40/1 LB | 40,000.000 | LB 100,000.00 | U1 4100002727 0000000015 T A

Update Quantity

QM Selections
View | [Standard View] ﬂ Fiter Settings
. Select® Light> Insplot> Created-On % Status = Orig.Qty = Open.Qty = Inv.Qty = Premium > Discounts  View [Standard View] [=] Filter Settings

PO-tem > TotPremum % TotDiscount> Other.Dis &

EX| bl

If successful, a message will show at the top of the page “invoice created successfully”

USDA United States Departrent of Agriculture

_ Web-Based Supply Chain Management

ome el o | ropor | e ]

Supplier Sel Service BidM or

Supplier Self Service | Back
[4]v]
I Detailed Navigation I Supplier Self Service ==
B Supplier Self Servi
- Inspection Results Entry [
- Enter Shipment Receipt =]
= Shipment Dashboard
- International Shipment Receipt

I [— B= h Invoice Successfully Processed I

I+]

Document Action

Hold || PrintDownioad | cancel | Back

Basic Data
Invoice: 7100004522 Status: In Process. Description AG-3J14-P-13-0029
Document Date: 03/22/2013 [ Reference Po No.: |4100002964 Invoice Amount: | 2,225 40 usD

Wendor Reference: |REFER INFO 7

Products and Services

View |[stancard view] [~ | Fiter Settings

ltem Number = Product Name = Short Text S Quantity S Order Unit & Metvalue = Tax Code S Purchase Order Mo. S Purchase Order ftem

& 130159 BEEF FINE GROUND FRZ PKG-40/1 LB | 1,000.000 | LB 222540 | U1 4100002964 0000000006 i}

Row | 1]of 1
Qm selections
View |[Standard View] |~ | Fiter Seftings.
EL Select® Light= Insplot% Created-On % Status= OrigQty = OpenQty = InvQty = Premum % Discounts View|[Standard view]  [=| Fiter Settings.
PO-tem% TotPremium & TotDiscount & Other.Dis
[« J [
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Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

Part Two: Replacement Invoice:

When USDA rejects an invoice, the rejected invoice will be shown on the SUS page under the “Rejected” link
(see below). An e-mail will also be sent to those users that have the role of Corporate Vendor Admin role or
any user with the Invoice approver role and assigned to that plant.

Following the instructions below will result in the rejected invoice to be removed from the list. If these

procedures are NOT followed, then the rejected invoice will continue to show under the “Rejected” list.

Proceed to Suppliers Self Service Page (SUS)
Portal Path: Suppliers=>Supplier Self Service->Supplier Self Service

USD United States Department of Agriculture

@l V\eb-Based Supply Chain Management

s | o

Supplier Self Service  Bid Management  Maintain Organization

Supplier Self Service
|| q
I Detailed Navigation i I Supplier Self Service

L Supplier Self Service
= Inspection Results Entry
= Enter Shipment Receipt

» Shipment Dashboard

I Portal Favorites =] 4 siartPage
| Start Page

All Purchase Orders All Goods Receipts
New (3 ) and Changed
In Process

Confirmed and Partially Confirmed

Al ASHs
Upload Files (Muttiple ASN)
Create

S

All Invoices
Rejected
Cancelled
Create

A (1
N @

Own Data

Click on “Rejected”

- All lnvoices

f——

g : Cancelled
€7 =
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Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

Locate and click on the invoice (71XXXXXXX) that needs to be resubmitted.

~ | @& Agricultural Marketing Ser... | @ Supplier Self Service - ... 3 v B v = o= v Pagev Safety~ Toolsw @~

USDA United States rtment of Agriculture

Log Off

_ Web-Based Supply Chain Management

Come Tl o [ oo |

Supplier Sel Service Bid Management Maintain Organization
Supplier Self Service | Back Forwa E
[4]¢]
I Detailed Navigation I Supplier Self Service =T
1) Supplier Self Service] q
= Inspection Results Entry 1
= Enter Shipment Receipt
= Shipment Dashboard
International Shipment Receipt
4 StartPage > List of Invoices.
I HOLSEESNDTicS ] List of Rejected Invoices and Credit Memos
B Type % DocumentNumber S  Document Name 5 Document Date % Status = Gross Price =
[ | invoice 7100004677 AG-3]14-P-12-0058 10/24/2012 Rejected by Customer 86,296.00 USD
[ | invoice 7100004494 AG-3J14-P-12-0023 071712012 Rejected by Customer 108,166.80 USD
[ | invoice 7100004419 AG-3114-P-12-0054 07/09/2012 Rejected by Customer 102,263.00 USD
[ | invoice 7100004217 AG-3116-P-12-0047-P0001 041012012 Rejected by Customer 2,054.48 USD
@ | Invoice 7100004214 AG-3118-P-12-0047-P0001 04/10/2012 Rejected by Customer 2,054.48 USD
[ | invoice 7100002398 AG-3114-P-12-0023 01/25/2012 Rejected by Customer 108,012.28 USD
[ | invoice 7100002857 AG-3J14-P-12-0023 01/25/2012 Rejected by Customer 108,166.80 USD
|-~ ['Pagal _1]of -] -]
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Instructions on Creating Invoices and Submitting Replacement Invoices
Rejected by USDA

Click on the “Create Replacement Invoice” button

USDA United States Department of Agriculture Loa OFf
bt oA og Of
SEEE \\Veb-Based Supply Chain Management ~og Ui

Supplier Self Service BidManagement Maintain Organization
Supplier Self Service | Back
[ENE] 4
I Detailed Navigation = I Supplier Self Service ==
3l Supplier Self Service] =
- Inspection Results Entry i
- Enter Shipment Receipt I8
= Shipment Dashboard
= International Shipment Receipt [=]
Document Action ]
I Portal Favorites =]0]
Print/Downioad | Cancel| Create Replacement invoice
Basic Data
Invoice: 7100004677 Status: Rejected by Customer Description: AG3J14 P-12.0058
Document Date: 1012472012 External Reference: | 4100002812 Invoice Amount: |86,296.00 usD
‘Vendor Reference: 10507 TEST Invoice Receipt Date: | 10/24/2012
Products and Services
View |[Standard View] [~] Filter Setti
ftem Number & Product Mame £ Short Text £ Quantty 2 Order Unit 2 Netvalue & Tax Code 2 Purchase OrderNo. 2 Purchase Order kem2 NetPrice £ Delele lter
2 130159 BEEF FINE GROUND FRZ PKG-40/1 LB | 40,000.000 | LB 56,296.00 | 10 4100002812 0000000002 0.00
HES 0. =858
QM Selections
View [Standard View] [~] Fiter Seftings
E. Light = Insp.Lot = Created-On 3 Status & Orig.Qty = Open.Qty * Inv.Qty = Premium = Discounts View [Standard Wiew] [~] Filter Settings.
PO-ttem = Tot.Premium = TotDiscount = Other.Dis &
(= 1=~ Reow]ojatiol - [ - [ ~| [=] =1~ Feaw]oforol - |- [~ | [=]
[0 [

Click on “Continue to Create Invoice”

USDA United States Department of Agriculture

Sl \Veb-Based Supply Chain Management

Supplier Self Service BidM Maintain Of

Supplier Self Service | Back
[4]+] !

I [ — = I Supplier Self Service =T

[ supplier Seif Service} -
- Inspection Results Entry i =
+ Enter Shipment Receipt Error when processing your request i

= Shipment Dashboard
* International Shipment Receipt

I Portal Favorites B =

Create Invoice

ontinue to Create Invoice

Follow the same procedures as submitting an invoice.

To complete submission of new replacement invoice follow the instructions contained in pages 4 through 9
making sure that all updates and attachments are added.
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